State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Accounting Officer (Specialist) 0222-4546-002 50000256 1
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION
Vacant DFS/Payments/Disbursement and Payroll
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[2] Supervisory [] Lead Person Wanda Knouff Senior Accounting Officer (Supervisor)
APPROVED BY (Personnel Analyst's Name) DATE
Jeanne Lee 09/06/06
P eg_c;j%rg of Activity

POSITION SUMMARY

Under the general supervision of a Senior Accounting Officer in the Payments/Disbursement and
Payroll Section of the Payables Office, the Accounting Officer is responsible for the payroll and
payment processing for the Department as the activities relate to the departmental systems, and
central fiscal control. May function as a lead person over the activities of personnel in the office
and in the absence of the Senior Accounting Officer, acting in accordance to imply the necessary
rules and regulations.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with program personnel, control
agencies in fiscal control activities, the Human Resources Division and all other associates within
the Department. This position also requires the incumbent to maintain consistent and predictable
attendance and exercise good judgment. The incumbent will monitor and is accountable for
processing DWR’s master payroll, bi-weekly payroll, all miscellaneous payroll and Office Revolving
Fund (ORF) payments. A thorough knowledge of the rules, regulations, policies and procedures
written in the Payroll Procedures Manual (PPM), SAM, DAM, BOC, DPA, the State Personnel Board
rules, and all related statutes as they relate to the job duties assigned. Knowledge as well as an
understanding of the DWR and State payroll process is vital. The skill to communicate effectively
in written as well as verbal correspondence under pressure is essential to this job assignment.

55% Review and process monthly distribution of payroll warrants for DWR’s $12 million master payroll,
salary advances, travel expense claim (TEC) reimbursement, cash-in-advance payments and all
checks disbursed out of the ORF. This involves direct communication with staff in the Human
Resources Division on payroll related issues concerning the release and disbursement of payroll
warrants and the return of warrants to the State Controller’s Office (SCO).

Assist in the research and maintenance of open/outstanding AR’s and SA’s issued and posted in
SAP. Responsible for collecting and applying funds to clear salary advances and accounts
receivables. Process and ensure compliance with all termination documents (DWR 2993 forms).

Responsible for maintaining accurate and detailed information for the correct disbursement of
warrants which is, in part, downloading and manipulating from SAP the Alpha File.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATURE DATE
Wanda Knouff >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Accounting Officer (Specialist) 0222-4546-002 50000256 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant DFS/Payments/Disbursement and Payroll

PerT(;%rg oF Activity

Maintain a strict internal control for safeguarding checks and other negotiable instruments as
stated in the SAM, PPM and other related manuals of regulation. Maintain accurate and detailed
records that will account for each transaction in an orderly manner. Maintain the desk procedures
and EUP’s written for the payroll process.

20% Review, analyze, and print claim schedules in an accurate and timely manner to be submitted to
SCO for the vendor payment process. Assist the Accountant | (and the other unit staff if needed) in
the timely assembly of claim schedules and disbursement to the Accounts Payable and Contract
Payable staff for final review.

15% Perform a reconciliation and analyses of open/outstanding payments issued through the revolving
fund (ORF). Complete a collection process for funds that remain outstanding for sixty days or
more. This requires the ability to communicate effectively with written and verbal correspondence
involving administrative staff as well as the related employee.

10% Assist in the remedy of help desk tickets assigned to the payment/disbursement unit. Complete or

assist with special assignments as instructed. Act as back up within the Payment Disbursement
Unit with all other functions performed as needed which are not in conflict with separation of
duties.

Prepare special projects related to payment and disbursement and payroll distribution as assigned.
Provide continuous training with the SAP system and all functions of the unit as needed.

SPECIAL REQUIREMENTS

-Skilled at use of personal computer and 10-key calculator.

-Knowledge of applicable rules and regulations related to the Payments/Disbursement & Payroll
Unit.

-Able to maintain, handle, retrieve, and re-file manuals, travel expense claims, and claim schedules.
-Strong interpersonal skills, including all means of communication.

-A customer satisfaction commitment
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	IMMEDIATE SUPERVISOR: Wanda Knouff
	SUPERVISOR'S CLASS: Senior Accounting Officer (Supervisor)
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	personnel date: 09/06/06
	PERCENT OF TIME: 





















55%
	activity: POSITION SUMMARY
Under the general supervision of a Senior Accounting Officer in the Payments/Disbursement and Payroll Section of the Payables Office, the Accounting Officer is responsible for the payroll and payment processing for the Department as the activities relate to the departmental systems, and central fiscal control.  May function as a lead person over the activities of personnel in the office and in the absence of the Senior Accounting Officer, acting in accordance to imply the necessary rules and regulations.


ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with program personnel, control agencies in fiscal control activities, the Human Resources Division and all other associates within the Department.  This position also requires the incumbent to maintain consistent and predictable attendance and exercise good judgment.  The incumbent will monitor and is accountable for processing DWR’s master payroll, bi-weekly payroll, all miscellaneous payroll and Office Revolving Fund (ORF) payments.  A thorough knowledge of the rules, regulations, policies and procedures written in the Payroll Procedures Manual (PPM), SAM, DAM, BOC, DPA, the State Personnel Board rules, and all related statutes as they relate to the job duties assigned.  Knowledge as well as an understanding of the DWR and State payroll process is vital.  The skill to communicate effectively in written as well as verbal correspondence under pressure is essential to this job assignment.  


Review and process monthly distribution of payroll warrants for DWR’s $12 million master payroll, salary advances, travel expense claim (TEC) reimbursement, cash-in-advance payments and all checks disbursed out of the ORF.  This involves direct communication with staff in the Human Resources Division on payroll related issues concerning the release and disbursement of payroll warrants and the return of warrants to the State Controller’s Office (SCO).  

Assist in the research and maintenance of open/outstanding AR’s and SA’s issued and posted in SAP.  Responsible for collecting and applying funds to clear salary advances and accounts receivables.  Process and ensure compliance with all termination documents (DWR 2993 forms). 

Responsible for maintaining accurate and detailed information for the correct disbursement of warrants which is, in part, downloading and manipulating from SAP the Alpha File.
	classification: Accounting Officer (Specialist)
	appointee: Vacant
	dwr position number: 0222-4546-002
	sap personnel no: 
	sap position number: 50000256
	division: DFS/Payments/Disbursement and Payroll
	mcr: 1
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	activity2: 
Maintain a strict internal control for safeguarding checks and other negotiable instruments as stated in the SAM, PPM and other related manuals of regulation.  Maintain accurate and detailed records that will account for each transaction in an orderly manner.  Maintain the desk procedures and EUP’s written for the payroll process. 

Review, analyze, and print claim schedules in an accurate and timely manner to be submitted to SCO for the vendor payment process.  Assist the Accountant I (and the other unit staff if needed) in the timely assembly of claim schedules and disbursement to the Accounts Payable and Contract Payable staff for final review.  

Perform a reconciliation and analyses of open/outstanding payments issued through the revolving fund (ORF).  Complete a collection process for funds that remain outstanding for sixty days or more.  This requires the ability to communicate effectively with written and verbal correspondence involving administrative staff as well as the related employee. 

Assist in the remedy of help desk tickets assigned to the payment/disbursement unit.   Complete or assist with special assignments as instructed.  Act as back up within the Payment Disbursement Unit with all other functions performed as needed which are not in conflict with separation of duties.

Prepare special projects related to payment and disbursement and payroll distribution as assigned.  Provide continuous training with the SAP system and all functions of the unit as needed.


SPECIAL REQUIREMENTS

-Skilled at use of personal computer and 10-key calculator.
-Knowledge of applicable rules and regulations related to the Payments/Disbursement & Payroll Unit.  
-Able to maintain, handle, retrieve, and re-file manuals, travel expense claims, and claim schedules.
-Strong interpersonal skills, including all means of communication.
-A customer satisfaction commitment


	supervisor name: Wanda Knouff
	employee name: Vacant


